DEPARTMENT O GelEwal SERVICES
Records Monagoment Division

DGS-550- 1
REV. 6/78

RECORDS RETENTION AKD DISPOSAL SCHEDULE

SCHEDULE

NO.
1171

PAGE
NO.

Medical Care Compliance Administration - DHMH

Division of Long Term Care
MR/MH Review

Claims Statement of consultant services and
expense records.

AGLNCY DI VISION
ltem
No. Description Retention
1 Inspection of Care Folders — ICF/MR & MH Facilities Retain in office for two
Records consist of Inspection of Care Reports, per- years after completion of
formance sheets, worksheets, drafts, and internal file, then transfer to
memorandum. Records Center for addition
. al three years; then destro
2 Inspection of Care Folders - ICF/MR Waiver Programs Retain in office for two
Records consist of IOC reports, performance and years, transfer to Records
summary sheets; correspondence, worksheets, DDA Center for additional three
grant and licenses. Also included is miscellaneous years; then destroy.
data.
3 Statement of Consultant Services/Travel & Expenses Retain in office for two

T

years, transfer to Records
Center for additional three
years; then destroy.
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JHSTRUCTIGHS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULE
GS 550-1)

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISI1ON
7275 WATERLOO ROAD
P.O. BOX 275

SERVICES

AGENCY RECORDS INVENTORY

PAGE _ 1 oF 3

1. DEFARTMENT/AGENCY 2. DIVISion

DHMH/MCCA

JESSUP, MARYLAND 20794

Long Term Care

3. UNIT

~
‘MR/MH. Review

ROUP
DEF INIT1ON - RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY P}LED
REFERENCE AS WELL AS RETENTION AND DISPOSJYION PURPOSES

AND USED AS A UNIT FOR

. L. . AL e

4. RECORD SERIES TITLE

MH Facilities

1986 _To 1988

5. EARLIEST YEAR/LATEST YEAR

i
E Inspection of Care Folders and related materials - ICF/MR &
i
i
!

RIK
6. RECORD SERIES DESCRIPTION (B IKFLY DEECRIBE THE TYPES OF INFORMATION/DOCUHENTB/FORRS FOUND

N THE SERIES.

Folder consists of the "IOC Report" includiné the "Facility Performance Sheet",
(DHMH 3886), correspondence and "Individual Patient Worksheets",
(DHMH 3885) Miscellanéous data includes draft copies of the report and internal memos about

"Summary Sheets",

activity following up in the IOC report.

INCLUDE THE PURPOSE OR FUNCTION OF THE BERIES]
(DHMH 3887),

7. RECORD SERIES FORMAT(S)

@ LETTER S1ZE 0O MICROFILM

C)

O AuDlO TAPE 0O VIDEO TAPE

LEGAL SIZE U COMFUTER TAPE

BOUND BOOK U FLOPPY DISK

\D OTHER( SPECIFY)

-

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
0 NUMERICAL
O CHRONOLOGICAL
0 GEOGRAPHICAL

& OTHER(SPECIFY)

9. VOLUME

8 FILE DRAWER(S) )
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

O OTHER{SPECIFY)

four
NUMBER

10. ANNUAL ACCUMULAT ION
%0 FILE DRAWER(S)
two O MICROFILM REEL(S)

by facility

RGMSER D COMPUTER TAPE(S)
0 oTHER{SPECIEY )

- pLE 1S USED

B palLY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

hy O MONTH(S)

after

B YEAR(S ) completion |

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
300 W. Preston Steet, 3rd floor t1r ves, sPECIFY r0GENCY OR OFFicE)
Room 308 0 yes ¥ nNo

15. ACCESS RESTRICTIONS X vyEs 0 Nno 16. AUDIT REQUIREMENTS

{tr vyes, c17E LAwW(B) & rREGULATION(S)

COMAR 10.01.08

0 NoNE O sSTATE & FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.e>pLAIN
BEIEFLY AND DESCRIBE ANY HAND®WARE/SOFTNARE )

0 vyes B nNO

18. RECOMMENDED RETENT ION

Retain in office two years after file is
complete. Transfer to State Records
Center for an additional three years and

then destroy.

19. NAME AND TITLE OF PRERARER

Ruth Bland, L.C.S.@.jp)',.).
. DN

20.
225-1716

TELEPHONE, NUMEER

21. DATE

8/26/88

DGS 550-4 (REVISED 2/87)

e
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INSTRUCT IGNS- -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES , :
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

1TH RECORDS RETENTION SCHEDULE P.O. BOX 2753 T 3

os PAGE oF

$50-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
DHMH/MCCA Long Term Care MR/MH Review
DEF IN1T 100 - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED A8 A UN.IT FOR ’
REFERENCE AS BELL AS RETENTION AND DISPOSITION PURFPOSES

4. RECORD SERIES TITLE St e o 5. EARLIEST YEAR/LATEST YEAR
Inspection of Care Folders and related materials
ICF?MR Waiver Programs 1286 To _1988

B
6. RECORD SERIES DESCRIPTION ( RIKFLY DESCRIBE THE TYPES OF INFOR‘MATION/DOCUHENTB/FORHB PFOUND
‘IN THE SERIES. . INCLUDR THE PURPOSE OR FUNCTION OF THE BET.’XBS’

Folder consists of "Inspection of Care report', the "Facility Performance Sheet'", (DHMH 3887)
"Summary Sheets', (DHMH 3886)- correspondence and "Individual Patient Worksheets" (DHMH 3885).
"Also included are copies of the DDA Grant and licenses. Miscellaneous data includes activity
following up on the inspection.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME

RXLETTER SIZE O MICROFILM O ALPHAEETICAL . XH FILE DRAWER(S)
O MICROFILM REEL(S)

‘ LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL tWwo 0O COMPUTER TAPE(S)
. NUMBE
0O pounD BOOK O FLOPPY DISK O CHRONOLOGICAL i O OTHER{SPECIFY)
O AuDl1O TAPE O VIDEO TAPE O GEOGRAPHICAL .
10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) ¥ OTHER({SPECIFY) X FILE DRAWER(S)
fwo O MICROF ILM REEL(S)
by program ROMBER U COMPUTER TAPE(S)
O OTHER(SPECIFY)
1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
o : ‘
O palLY EXWEEKLY O MONTHLY - » nmt:rgtﬁ' O MONTH(S) ¥ YEAR(S) i
. 1
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {
300 W. Preston Street- 3rd floor fi1r ves, speCiFY raENCY OR OFFicE) !
Room 308 ‘ O yEs x® NO !
15. ACCESS RESTRICTIONS ® YES O no 16. AUDIT REQUIREMENTS
(1r ves, ciTe taw(s) & reaurtaTiON(S)
COMAR 10.01.08 O NonE O STATE XX FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (Ir yES.e>pLAIN

18. RECOMMENDED
BEIEFLY AND DESCRIEBE ANY HARDWARE/sorrware)| - RETENT 10N

. Retain in office for two years. Then
0Oyes B pno transfer to the State Records Center for
three years and destroy.

19. NAME AND TITLE OF PAKER 20. TELEPHONE NUMEER 21. DATE - )
Ruth Bland, Lcst/b N 225-1716 : 7/25/88

|
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INSTRUCT IGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

pace __ 3 ofF _3

GS 550-]) JESSUP, MARYLAND 20794
| 1. DEFARTMENT/AGENCY 2. DIVISION 3. wNIT
DHMH /MCCA Long Term Care MR/MH Review

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR s “
REFERENCE AS RELL AS RETENTION AND DISPOS]TION PURFOSES i N

d I .

4. RECORD SERIES TITLE

Statement of consultant services/Travel & Expense Claims

5. EARLIEST YEAR/LATEST YEAR
1986 1o 1988

IN THE SERIES.

T - ——

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUH!NTB/FORMB FOUND

Statement of consultant services (DHMH 2622) and Expense records (DHMH - 1)

JNCLUDE THE PURPOSE OR FUNCTION OF THE BEI’.’IES’

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
QLEGAL S1ze 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
O AubplOo TAPE 0O VIDEO TAPE

.0 OTHER(SPECIFY)

-

8. RECORD SERIES SEQUENCE 9.
XX ALPHAEET1CAL
O NUMERICAL
O CHRONOLOGICAL
0 GEOCRAPHICAL

O OTHER(SPECIFY}

VOLUME
O FILE DRAWER(S) )
O MICROFILM REEL(S)
one . 0O COMPUTER TAPE(S)

NUMSER sy oTHER( SPECIFY)
) volume

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
one O MICROFILM REEL(S)
RUMBER 0 COMPUTER TAPE(S)

. e

1. piLE IS usED 12. piLE BECOMES INACTIVE Aﬁ%lnum
a palLy X wEEKLY s] two O MONTH(S X8 YEAR(S
MONTHLY LA {s) {s)

¥ _OTHER(SPECIEY)

13. CURRENT LOCATION(S]) (BLDG.,FLOOR.ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

300 W. Preston Street - 3rd floor t1r ves, sPECIFY raENCY OR OFFicE)
Room 308 sk YEs O no Payroll/Special Payments
15. ACCESS RESTRICTIONS 0O vyeS BXNO 16. AUDIT REGQUIREMENTS

(ir ves, c17E LAW(B) & REGULATION(S)

0 nNnoNE XSTATE O FEPERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1 yeg.e>PLAIN
BRIEFLY AND DESCRIEE ANY HAnDHARE/SOFTWI\RE)

0O yEs RX NO

18. RECOMMENDED RETENT ION

Retain in office for two years. Then trans-
fer to State Records Center for three years
and destroy.

19. NAME AND TITLE OF PARER 20.
Ruth Bland, LCSW @ - 225-1716

TELEPHONE. NUMEER

21. DATE

7/25/58

DCS 350-4 (REVISED 2/87)
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